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Getting stuff into your Zotero library
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I. Objectives
Participants will be ableto:

(0]
(0]
(0]

Install Zotero connector for Firefox
Collectcitations from Fondren catalog,JSTORand GoogleBooks.
Retrieve metadatafor existing PDFfiles

Add tags,notes,andattachment$o a cBoles,J. B. (2012).Universitybuilder: Edgar
Odell Lovettandthe foundingof the Ricelnstitute (Updatededition, Lousianapaperback
edition.).LouisianaStateUniviversity Press.

(0]

O O0OO0OO0O0OO0O0Oo

ollectedcitation

Organizeyour Zotero library into collections

Usetag to filter items

Insert citations and generatebibliographies in Word using the Zotero toolbar
Generatebibliographies with Zotero

UseZotero with GoogleDocs

Syncreferencedata and file

Backup Zotero library

Creategroups

[I. Introduction
1) Zoterois afree,opensourcecitation managingtool (current version 5.090

asof August29, 2020). It was originally developedby the Centerfor History
and New Media at GeorgeMasonUniversity in 2006. It hasbeenan
independent project since2013.
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2) Zotero5.0,which wasreleasedin July2017, is astandaloneapplication.
Zotero standaloneconnectorsare availablefor Firefox, GoogleChrome,
Safari and Microsoft Edgethat allow usersto saveitems to Zotero directly
from within the web browser.

3) Zotero was an extensionfor the Firefox web browser (releasedin 2006) or a
standaloneapplication (releasedin 2011). Starting with the releaseof Zotero
5.0in July2017, Zotero for Firefox and Zotero Standalonehave beenreplaced
by asingle standaloneapplication for usersof all browsers.

Features:
1) Free, easeof use,compatible for PC Mac,and Linux
2) Automatically detectscitation information from library catalogsand most
databasessuchasJSTORProQuest,PubMed,LexisNexis, EBSCOhosGoogle
Scholar,and GoogleBooks.
3) Works with siteslike NYtimes, Amazon,Flickr, and YouTube.For acomplete
list of compatible websites,check

https://www.zotero.org/support/translators

[, Installing Zotero
1) Download Zotero and install it.
a. download link: https://www.zotero.org/download/
b. Zotero canbeinstalled without administrative privileges on most
systems.
c. Note,whenyouinstall Zotero5.0,the Word processoipluginsare
bundledwith Zoteroand shouldbeinstalled automatically.
2) Install Zotero connector for Firefox
a. At Zoterodownload page,click on Install Firefox Connectorbutton

h li-' https:/fwww.zotero.org/download/

&  Allow www.zotere.org to install an add-on?
7 |

You are attempting to install an add-on from
www.zotero.org. Make sure you trust this site
before continuing.

Learn more about installing add-ons safely

Don't Allow ' Continue to Installation


https://www.zotero.org/support/translators
https://www.zotero.org/download/
https://www.zotero.org/download/

3)

b. Clickon Continue to Installation
& ﬂ* https:fiwww.zotero.org/download/

z Add Zotero Connector?
It requires your permission to:

= Access your data for all websites
* Access browser tabs
* Access browser activity during navigation

Learn more about permissions

c. Clickon Add button. Youshould seea messageof @oteroconnector
hasbeenaddedto Firefoxdif things run smoothly. Click OK to dismiss
the message.

d. Youwill seeaZicon appearingon the upper right corner of the
Firefox toolbar after installation.

m 0 & 2 = L

Zotero Cu_nnactu-ri
When you mouseover the Z,the tooltip shows GoteroConnectod
Install Zotero connector for other web browsers
There are connectorsfor GoogleChrome Safari, and Microsoft Edge
respectively. Onthe Download page,click Zotero Connectorsfor other
browsers to download and install.

IV. UsingZotero

1. Getting stuff into your Zotero library

Whenyou view aweb pagewith items like booksor articles, Zotero addsa new
Savebutton to the & E O A w0 &G affowing you to savethe citation, including

book, journal article, fnewspaperarticle,Efilm, and others.

Activity 1: Adding abookrecord into Zotero from Fondren catalog

1)
2)
3)

4)

5)

Openup Zoterofrom the startmenu.

Goto the Fondrenweb site (http://library.rice.edy

Type"Universitybuilder" into the searchbox, thenhit Enter/Returronthe
keyboardor click the Magnifying Glassbutton.

Click onthe2012versionof thebooktitled i U n i v builderi EdgarOdell
Lovettandthefoundingof the RicelnstituteUpdatede d i t i on . 0

You shouldseeabookicon () (i.e. Zoterosavebutton)appearwon the Firefox
toolbar. Click onthaticon/buttonto downloadthe bibliographicrecordfor the
bookinto Zotero.


https://www.zotero.org/download/
https://www.zotero.org/download/
http://library.rice.edu/

6) A smallpop-upboxwill appearbriefly belowthe Zoterosavebuttonindicating
A S a vto énog
Saving to| My Library ﬂ -

D University builder: Edgar Odell Lovett and the f...

7) Inspecttherecordin theright-handpaneof Zotero.
m Motes Tags Related

tem Type Book
Title University builder: Edgar Odell Lovett and the
founding of the Rice Institute

- Author Boles, John B. = &
Abstract
Series
Series Number
.I'r:l-l‘l ume
Edition Updated edition, Lousiana paperback edition.
Place Baton Rouge
Publisher Louisiana 5tate Univiversity Press

Date 2012 ¥
of Pages
Language eng
S5EN 97B-0-B0O71-4520-3
Short Title University builder
URL
Accessed
Archive
Loc. in Archive
Library Catalog onesearch.library.rice.edu
Call Number
Right
Extra
Date Added 9/14/2020, 9:09:05 AM
Modified 9/14/2020, 9:09:05 AM

8) Seethetypo for theword Louisianafor the Edition field. Zoterocaptureghe
referencanformationaccuratelyfrom thelibrary catalog.Thetypowasin the
library catalogandgot carriedoverto the Zoterolibrary.

9) Click onthewordii L 0 u s coarecithétypotoAi Loui si anao.

10)Inspectthe capturedeferencanformationandmakesureit is accurateand
completeandmeetyour standard.

Activity 2: Adding abook record from GoogleBooksinto Zotero
1) Goto GoodeBookshttp://books.google.com/
2) TypeinO51 EQAOBEDHAOS
3) Clickonthe first item onthe searchresult page.Closethe searchwithin the
book feature.


http://books.google.com/

4) Youwill seethis is anebook.Zotero treats paper book and ebookthe same
way.
University Builder
Edgar Odell Lovett and the Founding of the Rice Institute
By John B. Boles - 2012

2 Preview Q. Search inside + Add to my library

Overview Get the book Maore by author Similar books
About this edition
ISBN: 9780807135228, 0807135224 Page count: 344
Published: July 4, 2012 Format: E-book
Publisher: LSU Press Language: English
Author: John B. Boles

5) Clickon the book saveicon in the Firefox tool bar to saveit to Zotero.

6) Scrolldown to the middle of the searchresult page,you will seeother
editions of the book. Clickon the first one (i.e.the one published on May 31,
2012), then click on the Zotero savebutton to saveit to the Zotero library.

Other editions

RICE INSTITUTE RICE INSTITUTE RICE INSTITUTE

L BOLES

JOHN B. BOLES JOHN . BOLES

University Builder: Edgar University Builder: Edgar University Builder: Edgar

Odell Lovett and the Odell Lovett and the Odell Lovett and the
Founding of the Rice Founding of the Rice Founding of the Rice
May 31,2012 Jul 4,2012 Dec 2007
LSU Press LSU Press LSU Press
Paperback E-book -
344 pages 344 pages 295 pages

-> More info -> More info -> More info

7) Inspectthe captured metadataunder the Info tab in the right column. Note
that the Placefield is blank. This is becauseGoogleBookstypically doesnot
make publication placeavailable.

Note:Beaware that Zoterodoesnot alwaysget the completebibliographic

information dueto the lack of the information from the original source.Check
to makesurethe captureddata meetyour standard.

Activity 3: Finding duplicates



1) Clickon Duplicate Items M on the left pane of

Zotero interface.

2) Zotero canautomatically detect duplicates basedon title, DOIl,and ISBN
fields. Sothe paper edition of University Builder we imported from the
Fondren catalogand the GoogleBooksare shown asduplicatesin the central

pane.
¥ [= My Library Title > Item Type Date Added &
My Publications » [ univer... |... [Book |9/14/2020, . Merge 2 items
[§ univer... |... 9/14/2020, .
an Dt : . Choose the version of the item to use as the master item:
L) Unfiled ltems 9/14/2020, 9:20:38 AM
‘1l Trash 9/14/2020, 10:03:04 AM

Select fields to keep from other versions of the item:

Type Book
| Title University builder: Edgar Odell Lovett and
the founding of the Rice Institute
Author Boles, John B.
Abstract
Edition Updated edition, Lousiana paperback
edition.
Flace Baton Rouge
Publisher Louisiana State Univiversity Press
Date 2012
# of Pages
Language eng
SEN 978-0-8071-4520-3
Short Title University builder
Library Catalog onesearch.library.rice.edu
Extra

| buckyball rice university

Q e
3) Onthe right pane,you canclick on Merge 2 items, or gothrough the fields to
choosewhich version you want to keep.
Note: After removingthe duplicate,we still havetwo bookrecordsof University
Builder sinceoneis a paper edition and the other is an ebook.Theyhavetwo
different ISBNsIn order to eliminate confusionwhen citing this item, youwill need
manually deleteoneor the other.

Activity 4: Downloading information aboutan article from JSTORnto Zotero
1) GototheFondrenwebsite (http://library.rice.edy
2) Click onDatabases
3) Type"JSTOR'"into thesearchbox,thenclick onthe Go button
4) Click onJSTOROnline)
5) Thenin thesearchhox of JSTORhomepageenterbuckyball'rice university"
6) Selectthefirst articlein theresultslist.
7) Click ontheDownloadPDFto accepfTermsandConditionsfrom JSTOR.

8) Notehowapageicon ' appear®nthetool barof thewebbrowser Click on
theicon to downloadtherecord.
9) Inspecttherecord. Notetheassociated®DFfile is downloadedoo.

Activity 5: Downloading multiple items into Zotero
1) Try thesamesearchtermbuckyballii r iue v e with AcadgndicSearch
Complete


http://library.rice.edu/

2) Onthesearchresultpage seethatyellow foldericon — thatappearsn the
Firefox tool bar. Click it. Thiswill allow youto downloadmultiple bibliographic

recordsatonetime.
3) You shouldnow seeallist of the articleslisted on theresultspage. Selecta few,
thenhit OK.
| JON Zotero Item Selector

Select which items you'd like to add to your library:

KEEPIMG AN EYE ON THE BUCKYBALL.
& Fulleretic Materials: Buckyball- and Buckybowl-Based Crystalline Frameworks.
) BUCKYBALLS AND NANOTUBES. (cover story).
The good of small things.
Fullerenes produced by harnessing sunlight.
Buckyballs at Bat.
A Dual Threat: Redox-Activity and Electronic Structures of Well-Defined Donor-Acceptor Fulleretic
A Dual Threat: Redox-Activity and Electronic Structures of Well-Defined Donor-Acceptor Fulleretic
BUCKYBALLS NAMED A LANDMARK.

Buckyballs make a point.

Select All Deselect All Cancel OK

4) The bibliographic information (or "metadata") about those selectedarticles
should now be downloaded into Zotero.

Activity 6: CheckZotero preferencesettings

For somedatabasedike JSTORind AcademicSearchComplete,Zotero
automatically downloads the accompanyingPDF.

v . Keeping an Eye on the Buckyball 7/10/2019, 3:32:09 PM
% 2004_Keeping an Eye on the Buckyball.pdf 7/10/2019, 3:32:13 PM

To enablethis Gutomatically downloadthe associated®DFofeature,
Zotero->Preferences, make sure "Automatically attach associated®DFsand other



fileswhensavingitems' is checked.

[ NON General
| e E e
o T e o
| & [d [ P
General Sync Search Export Cite Advanced

User Interface

Layout: () Standard Stacked

Font size: (@ Small Medium Large X-Large
MNote font size: 12 a Changes take effect after restart
File Handling

Automatically take snapshots when creating items from web pages

Automatically attach associated PDFs and other files when saving items I

Automatically retrieve metadata for PDFs
Automatically rename attachment files using parent metadata

Open PDFs using System Default E

Miscellaneous

Automatically tag items with keywords and subject headings

Automatically remove items in the trash deleted more than 30 days ago

Groups
When copying items between libraries, include:
child notes

child snapshots and imported files
child links

tags |

Note: Thisfeatureof ! O OT | AateEnfadsbciatdidPDFsand other fileswhen
savingE O A A IOA @livayswvork. WhenO E Atlie§aSe you can downloadthe file
outsideof Zotero.Thenselectthe item, goto Add Attachment-> Attach StoredCopyof
File..

Activity 7: Downloading information aboutan article from GoogleScholarinto
Zotero
1) Goto GoogleScholarwebsiteat http://scholar.google.com/

2) Follow theinstructionson Accessingriceprovidedarticles in Google Scholar
to link GoogleScholarto thelibrary

3) Inthesearchbox, enterbuckyball'rice university"

4) Onthesearclresultpage nextto Molecular Dynamicsanalysisof a buckyballi-
antibodycomplex click on Full Viewlink

5) Click onthe ' iconto downloadtherecord.
6) If youclick onViewlt@Ricdink, it will takeyouto thelibrary OneSearclnterface.


http://scholar.google.com/
https://libguides.rice.edu/off-campus/articles
http://www.pnas.org/content/99/suppl_2/6466.short
http://www.pnas.org/content/99/suppl_2/6466.short

Molecular dynamics analysis of a buckyball-antibody complex [PDF] pnas.org
WH MNoon, ¥ Kong, J Ma - Proceedings of the National ..., 2002 - National Acad Sciences Full View

... Molecular dynamics analysis of a buckyball-antibody complex. William H. Noon, Yifei Kong,

and Jianpeng Ma. PNAS April 30, 2002 99 (suppl 2) 6466-6470; https://doi.org/10.1073/pnas.

022532599, William H. Noon. Department of Bioengineering, Rice University, 6100 Main, MS ...

7 DY Cited by 99 Related articles All 9 versions Web of Science: 71 Full View Viewli@Rice ¢

7) If Ricesubscribeso thisjournal,youwill beableto seethefull textarticle.If it asks
youto signin, thatmeansRiced o e substiibdo this journalandyouwill notbe
ableto view thefull textarticle.

Activity 8: Adding existing PDFsto Zotero and retrieving metadatafor PDF

Many researchersfind themselvesmanaginga massivecollection of PDFs Zotero
makesit abreezeto import thesePDFs.Youcandrag your existing PDFsinto your
Zotero library (i.e.the middle column of your Zotero interface) or usethe O3 O1 OA
Copyof & E loghi@n from the Add new item menu (green plus sign).
@~ /o oY g~

Book

Book Section

Document

Interview
Presentation

Link to File...
Store Copy of File...
More »

1) Dragall the3 PDFfiles in the pdf-4-practicefolder to the middle columnof the
Zoterolibrary.
Note:Whenyoudragthe PDFsinto Zotero,youare makinga copyof thefiles and
storethemin the Zoterolibrary.
2) Oncethethreefiles appeaiin the middle column,Zoterostartsretrievingmetadata
work.
® 0 Progress

Retrieving Metadata...

N Cance Mirimize

PDOF Mame ltem Mame
o Tishkoff et al. - 2008 - The Gene... The Genetic Structure and History of Africans and African...
-‘,"__:'g Pennisi - 1991 - Buckyball Super... Processing

Gadhiok - yes.pdf

3) TheRetrieveMetadataeatureusesa Zoterowebserviceto find item metadataThe
Zoteroclientsendghefirst few pagesof a PDFto thewebservice which usesa
variety of extractionalgorithmsandknown metadatdrom CrossRefpairedwith DOI

10



andISBN lookups,to build a parentitem for the PDF. The Zoterolookupservice
d o e seguirda Zoteroaccountandd o e dog anydataaboutthe contentor results
of saarches.

4) If theretrievalprocesdinds amatch,youwill seeagreencheckmarkin front of the
PDFfile. Zoteroautomaticallyjdownloadthe matchingreferencelataandattachthe
PDFto createanitem. If no matchingrecordfound,you will seearedcrossmarkin
front of the PDFfile.

Title Creator Date Added
¥ Symiol Timing Synchronization for O... Gadhiok E/30f2018, 10:0516 AM
! Gadhiok - Symbal Timing Synchro... 5/30f2018, 10:05:11 AM
v Buckyball Superconductors Get War... Pennisi B/A0f2018, 10:0518 AM
** Pennisi - 1991 - Buckyball Superc... 5/30f2018, 10:05:12 AM
v The Genetic Structure and Histery of.. Tishkoff et al. 5/30/2018, 10:05:16 AM
" Tishkoff et al. - 2008 - The Genet... 5/30/2018, 10:05:12 AM
® 9 Progress

Metadata Retrieval Complete

T ErrE———— Close

PDOF Mame [tem Mame
" Tishkoff et al. - 2002 - The Gene... The Genetic Structure and History of Africans and African...
" Pennisi - 1991 - Buckyball Super... Buckyball Superconductors Get Warmer
«" Gadhiok - yes.pdf Symbol Timing Synchronization for OFDM-based WLAN 5...

5) ThePDFfiles will alsobeautomaticallyrenamedvith parentmetadata.

6) If youd o rhavefAutomaticallyRetrievemetadatafor PDFSO checkedon the
generapreferenceyou cando manualRetrieveMetadatafor PDFs. Selectall the3
PDFfiles in themiddlecolumn.Rightclick onthemandselecti R e t Metadatae

11



forPDF O .

(o) PG RO - A Fields & Tag

m ~| Title Creator Date =
Jj Trash % > Molecular Dynam... Noon et al.  April 30,... ©
my I Trapped Buckyba... Hellemans February... M
» Mathematics and... Chung and ... January ...
Founding of Rice Institute I Rice University: a... Winningham 1987-10
Rice History v University builde... Boles 2012
.| must read
@, Rice History : ...
Eﬁ Rice History | ...
3 Tishkoff gtz

E Pennisi - VlEW PDF
Q - TNEr Y Show File
x Delete Selected Items from Library...

Export Selected Items...
Create Bibliography from Selected Items...
Generate Report from Selected Items...

Retrieve Metadata for PDFs

Create Parent Items from Selected Items
Reindex Items

7) Specialnotesto scannedDFfiles
WhenPDFsareaddedo Zoterolibrary, Zoterousestoolsfrom the Xpdf projectto

Indexed: Yes

extractfull -text contentfrom PDFsfor searchingYou will see on
theright columnwhenyou click onthe PDFfile.
9 SinceZotero5.0.36,the PDF toolsare bundledwith Zoteroanddo not need
to bedownloadedseparatelyasin previousversims.

1 WhenyouimportanimagebasedPDFfile (i.e.the PDFfile hasnotbeen

Zotero
o-| 4| @) ¢-] a Q Everytting rqm
Title Creator Date Added ~| &R .
B commitment-trust-JM94.pdf 5/30/2018, 10:53:16 AM commitment-trust-JM34.pdf
v The Commitment-Trust Theory of Relationshi.. Morgan and H.. 5/30/2018, 11:07:24 AM  © Filename: commitment-trust-JM34.pdf
“? Morgan and Hunt - 1884 - The Commitme... 5/30/2018, 11:07:23 AM @ Pages: 20

Medified: 5/30/2018, 10:53:16 AM
Indexed: Yes
Related: [click here]

Tags: [click here]

However,Zoterostill ¢ a rséartcht. Thatmeansndexinganimagebased
PDFfile d o e $aip&darchatall. Only if thescannedmagedbasedPDF
hasbeenOCRedbeforeimportingto Zotero,Zoterocanthenindexit and
searcht. Seebelowimage,only OCRedimageshowedafterputting

Ar el a tmao nkselhithpsepehbox.

Zotero
O~ A 3~ &~ 3 Q.+ relationsnip marketing| € » 20 ¢
Titie Creator Date Added N s
v The Commitment-Trust Theory of Relationshi.. Morgan and H... 5/30/2018, 11:07:24 AM ::":::‘:;"" Hint - 1884 = The ust Thaary of
** Morgan and Hunt - 1994 - The Commitme... 5/30/2018, 11:07:23 AM
Filename: Morgan and Hunt - 1984 - The Commitment-Trust Theory of Re‘ationshi...
Pages: 20
Modified: 5/30/2018, 11:07:24 AM
Indexed: Yes %

Related: [click here]
Tags: [click here]

12
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1 Whetherthe PDFfile hasbeenOCRedor notwill affectthe Metadata
Retrievalresultaswell. The PDFthathasnotbeenOCRedwill alwaysfall
duringtheretrievalprocess.

0@ Progress

Metadata Retrieval Complete

Close

POF Mame Item Mame
" commitment-trust-JM24-0CRed.pdf  The Commitment-Trust Theory of Relationship Marketing
¥ commitment-trust-JM84. pdf PDF does not contain OCRed text
m o mmitment-trust-JM94.paf | '5/30/2018, 10:53:16 AM
b H The Commitment-Trust Theory of Re... Morgan and ... 5/30/2018, 10:55:32 AM
b Morgan and Hunt - 1994 - The Co... B/30f2018, 10:55:31 AM

1 ThisindicatesXpdfworksonly with actualtextbasedPDFs. Zoterowon'tbe
ableto searchor retrievemetadda for imagebasedPDFsthath a v deeid t
OCRedyet. TheeasiesDRCtestis to checkwhetheryou canselectandcopy
textin your PDFreademwith thetextselectiorntool. If not,it hasnotbeen
ORCedyet, thereis noway Zoterowill be ableto readit.

Activity 9: Annotating PDFswith Adobe Readerand extracting annotations with
ZotFile within Zotero

ZoteroA T A hvéfdnctions to annotate PDFfiles directly. However, you canopen
a PDFfile with an external viewer suchas AdobeReader,annotateit, saveit. The
annotations savedwithin that PDFfile canbe extracted using ZotFile that is afree
Zotero plugin to managePDFsfor Zotero.

1) In Chrome goto ZotFile http://zotfile.com/

2) Click on Downloadbutton,onthedownloadpage click onthe .xpifile.

3) Locatethedownloadedxpi file.

4) Within Zotero,go to Tools->Add-ons,underExtensionsglick onthe Gearicon,
chooselnstallAdd-onfromF i | ®déatethe .xpifile andinstall it.

13
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5) OnceZotFileis installed,you canseethe functionsavailableon the pop-up menu
whenyouright click over a PDFfile.

Title Creator Date Added n| FIR
v The Commitment-Trust Theory of Relationshi... Morgan and H... 5/30/2018, 11:07:24 AM
L = 8, 11:07:23 AM

Morgan and
Market.pdf

Filename: M

View PDF

Show File Pages: 2
Modified: 5

Show in Library Indexed: Yi
Related: [c

Move Item to Trash... Yoy T

Export item... B 7 U

Create Bibliography from Item...

Generate Report from Item... Famgraph

Rename File from Parent Metadata

Reindex Item

Add Attachment from Source Folder

Manage Attachments > Rename Attachments

Extract Annotations

Get Table of Contents

Activity 10: Adding attachmentsto anitem

1) Click ontheAttachmentscon (the paperclipiconin thecenterpane). You can
attachafile by choosingeitherto AttachLink to File or Attach StoredCopy of
File. You canalsoattachLink to URI.

& 3.4 S
l= Attach Link to URI...

B Attach Stored Copy of File...

== Attach Link to File...

Note: By linking to a file, youcreatea file pathto thedocumenstoredon your
computer (If youmovethefile, thatlink will bebroken.)If youchooseo storea
copyof thefile, theentiredocumentvill besavedn your Zoterodatabase.If you
planto backup your attachmentso a serverusingZotero,youshouldstorethe
file.
Alternatively,you candragthefile ontop of thecitation,which will storeacopy
of thefile in Zotero.

2) AttachLinktoU R | énableyouto addalin k to aweb page

2. Organizing Your Zotero Library and Taking Notes

The Three Columnsof the Zotero Window Interface
1) Theleft columncontainsyourfull library ( i Myi b r andyourihdividual
collectionswhich aresubsetof i MYy i b r @hefileccabinet.
2) Themiddlecolumnshowstheitemsin thecollectionthatis highlightedin theleft
column.Thefile folder.
3) Theright columnshowsinformationaboutthe itemthatis selectedn the middle
column.Theindividual record.

14
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=) My Library Title Creator e m Notes | Tags ‘ Related J

(L] DigitalMedia D University Builder: Edgar Odell Lovett ... Boles

(L] Photography Item Type: Book D

Title: University Builder: Edgar Odell Lovett
:J Trash and the Founding of the Rice Institute

v Author: Boles, John B = &
Abstract:
Series:
Series Number:
Velume:
# of Volumes:
Edition:
Place: Baton Rouge, La.
Publisher: Louisiana State University Press

*® zotero w4 i

OrganizeYour Zotero Library into Collections

Activity 1: Creatinga new collection

You can createasmany collections asyou like to store and manageyour projects. An
item canbe stored in multiple collections. Every item residesin My Library, which
is like amaster collection.

To createacollection:

1. Hit thenewcollectionicon (@) in theleft paneandenteratitle, suchas"Rice
history."

2. You shouldseeafolder with your title appeaiin the left pane;it will be
highlighted. We'll be putting stuff therein amoment.

3. You cancreatesub-collectionsby right clicking on a collectionandchoosing
"New Sub-collection”

4. Createtwo sub-collectionsunderRice historyandnamethemfl R i lrtstute
19121 9 6&hdi R i Unigersity 19601 0 respectively.

Activity 2: Adding items into a collection

You caneasily drag and drop to moveitems around. To move anitem into a
collection, selectit with your mouseand drag it to the collection folder. Hold down
the shift key to selectmultiple items. Hold the control key to pick and chooseitems.

1. Dragtheitem Universitybuilderto the Rice history collection.
2. Dragtheitem Universitybuilderinto the RiceInstitute19121960sub
collection.

Activity 3: Sorting items in a collection

Youcaneasilyrearrange the order of items in your collection. Clickon any heading
in middle paneto sort by that category(e.g.Creator, Title, Date); to reversethe
order, click again.

If youwould like to add or remove a heading,click on the spreadsheeticon in upper
right corner of the center pane and selectthe appropriate headingsto add or
uncheckthe headingsto remove.

15



Title

__ Symbol timing synchron
) Gadhiok - yes.pdf
.| Zotero Quick Start Guide Center for History an...

v Creator
Type
Date

v Year
Publisher
Publication
Journal Abbr
Language
Accessed
Library Catalog
Date Added
Date Modified
Extra

v Attachments
Notes

More Columns 4

Restore Column Order

Activity 4: Deleting items

1. Toremovean Itemfrom a collection go to the collection,selecttheitem andhit
the Deletekey, or right-click (controlclick on Mac) andselectii R e m tewme
fromCo | | e c fThisevil eemavetheitem from the collection.But theitem
will notshowupin Trashcan.You will still havetheitemin your library.

2. Todeletean Itemfrom library, makesureMy Library is selectedselecttheitem
andhit the Deletekey, or right-click andselecti Mo iteento T r a STthedem
will bemovedto yourtrashcan,whereyou canrestoreit if youwant. After you
emptythetrashcan,youc a medtbret anymore.

3. Todeletea collection: Selectthe collection,andhit Deletekey, or Right-click on
thecollection(controkclick on Mac) andselectDeleteC o | | e cfrontleen é
drop-downmenu.Thedeletedcollectionwill notshowupin Trashcan.In other
words,youc atmedtoret. Itemswithin the collectionwill notbedeleted.You
will still havetheitemsin your library.

4. TodeleteCollectionandltems,Selectthe collection,Right-click on the collection
(controkclick on Mac) andselectDeleteCollectionandltems éfrom thedrop
downmenu.Both the collectionandltemswithin it will bedeleted Thedeleted
collectionwill notshowup in Trashcan.Theltemwithin it will showupin
Trashcan.You canstill restoretheitemsbutc a medtorethecollection.

Activity 5: Basicsearchingwithin Zotero
Youcansearchall textual information in Zotero,including bibliographic
information, notes,tagsand the text of HTML pagesand PDFfiles (provided they are
not image-only PDFs).
To do asimple searchacrossall of your data:

1) Click in thesearchbox andenterasearchterm,suchasRice.

2) Asyoutype,Zoterowill displayall itemsin your collectionthatmeetthe

criteria. Theresultswill appeaiin the centerpane.
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3) If you'dlike to restrictyour searcho a particularcollection,click onthatfolderin
theleft panethenrunyour search.If youwantto searchacrosscollectionsmake
surethatyourlibrary is selected.

4) Toreturnto all of theitemsin your collection(ratherthanjustthosethatmetyour
searchcriteria), click thelittle "x" in thesearchbox.

Activity 6: Runningan AdvancedSearch
1) Click onthemagnifyingglassicon atthetop of thecenterpaneto openthe
AdvancedSearchwindow.

(@] ®© Advanced Search

Search in library: My Library [

Match all [T ] of the following:
Title ﬁ contains ﬂ Rice University +
Search subcollections Show only top-level items

Include parent and child items of matching items

_‘-hii- Clear Save Search

Title Creator

2) In thiswindow, you canfilter itemsby the contentof specificfields or by other
properties|ike item type or the collectionanitem belongsto. Multiple filters can
be setup by clicking the plusbutton.

3) Tosaveasearchclickthe S aSeea rbattonin the AdvancedSearchwindow
andprovideanamefor thesearchSavedsearchesanbeeditedor deletedby
right-clicking the SavedSearchandselectigi E dSavedS e a r cohiiéloe | et e
SavedS e a r crhspettively.

4) Whenyou savean AdvancedSearchjt appearssa collectionin your library (but

with a SavedSearchicon, , iInsteadof theregularcollectionicon). Saved
Searchesarecontinuouslyupdated For examplejf you setup a SavedSearchor
A D aA ded giditsthel a $ 7fdd a yhesavedsearchwill alwaysshowthe
itemsthathavebeenaddedn thelast7 days.Anotherexamplejf you setup a
SavedSearcHor i Rilktnei v e in @Titldo yay newitemsthatmeetthe
criteriawill beautomaticallyaddedo the savedsearchSavedsearchesnly store
thesearclcriteria,notthe searchresults.

Tagltemswith PersonalKeywords
Activity 7: Adding tags

Tagsare descriptive terms to an item to makeit more easily searchable.Tagsenable
you to organizeyour Zotero library in another way.
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1) Click ontheitem Universitybuilder, thenclick on Tags,click on Add, typein
A F o u nofiRicelgn s t itheniit retusnor enter.Click on Add buttonagain,

thentypeini Rikciest or y 0.

2) Clickthetagii Ri Hies_t io TagSelectorBox in thelower left cornerto seealll
itemswith thattag Click O 2 H AEAO Odgéritoddeselectthe tag and go backto

the default setting.

3) If you seeorangecolor tagsfor anitem, goto Preferences>General;if you
haveO! OOT | AdyHEeMmAvith kéywords and subjectE A A A Eche€kédd
you will seeorange color tagsdownloaded from the sourcewhen the item is
downloaded. If you A T Tw@rdto havethis feature, uncheckthe box under

the tab of Generalin the Zotero Preferences.
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